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JOB OUTLINE

	Job Title:
	Business & Systems Supervisor

	Grade:
	LG7

	Business Unit:
	Business Management & Development

	Service Area:
	n/a

	Locations:
	Head Office/Agile

	Responsible to:
	Business & Projects Lead

	Responsible for:
	· Systems Support Assistants
· Business Support Assistants

	


	Job Purpose

To supervise the delivery of a comprehensive business support service and quality support service for ANGUSalive core digital systems.  To also provide administrative support for the ANGUSalive Board and Executive Management Team. 

To manage the Business Support Team ensuring that they perform well and in line with service aims, goals and objectives




	Main duties of the job

· Supervise the delivery of a comprehensive business support service including sports membership administration.
· Supervise the delivery of a quality support service for ANGUSalive core digital systems and associated hardware, liaising with stakeholders as required. This will include system support, administration, maintenance, development, and delivery of training, and specifying changes for third parties or undertaking planned development/upgrade/configuration changes to software and hardware.
· Specify and develop reports from information systems using appropriate tools.
· Participate in and attend user groups for core digital systems groups as required.
· Liaise with suppliers and third party support as required.
· Assist in the development and maintenance of operational procedures and other guidance for users of core digital systems within ANGUSalive.
· Assist the Business & Projects Lead to ensure technology and hardware is in place to enable effective internal and external processes and communication.  
· Supervise the corporate clerical, administrative and process duties to support the business and its operations.
· Support the implementation and compliance of ANGUSalive policies and procedures.
· Ensure payments for goods and services are collected, processed and banked in accordance with ANGUSalive financial and procurement processes.
· Provide comprehensive governance, administrative and secretarial support service to the Board of Directors, in particular the Chairperson and Vice Chairperson, working with the Chief Executive and members of the Executive Management Team.
· Provide administration support to the Executive Management Team as required.
· Manage the team and ensure they perform well in line with service aims, goals and objectives.
Main duties of the job cont’d

· Schedule work and supervise the allocation and completion of tasks within the team.
· Build and maintain effective working relationships and partnerships, internal and external.
· Monitor and review the business support service standards and key performance indicators/quality assurance processes.
· Ensure activities operate in strict accordance with all health and safety, security, and accessibility policies.




	[bookmark: _Hlk179354565]The behaviours required in the job

Customer service excellence
· Recognise and deliver the welcoming, personalised, and high quality customer service that is the heart of our business
· Ensure that your interactions with others are professional,  helping to promote a culture of respectful and open communication
· Deliver our services to meet ANGUSalive's Vision, Mission and Strategic Aims
· Work effectively with a wide range of partners and stakeholders
Continuous improvement
· Suggest new and imaginative ways of working and providing services
· Embrace change in order to deliver excellence
Engaged workforce
· Take personal responsibility for delivering your best work, be considerate and work collaboratively across teams
· Be open to improving your capacity and capability to do your best work
· Be resilient encouraging perseverance in overcoming obstacles
· Act as an ambassador for the organisation, living the values and acting in ANGUSalive’s interest
Innovative services
· Embrace the use of new processes, systems and digital tools to improve business practices and the customer journey



This list is not exhaustive, and the jobholder will be required to undertake other duties, work with other colleagues or partners and use other behaviours as required.
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